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l. Tt ie telieved Lhnt the posilion of Adainistrstive
25X1ATD  Ageistant, GSw?, at tie I =il 1e reclassi-
fied to Acainistraiive Officer, (i5=9, because ihe prade and
Jot dercription approved and allocated in June 1749 feiled to
completely envision the vardety amd complexity of duties amdi
responsibilities fouwnd to be Laberent in this position,

2 The prezent position descripytion ir insdesuste in thre
followin, respocte:

&, Clericel duties.

1) It har been necesssry to estatliish a sayroll
25X1A7b syston wherety the Adadnistrative Arsistant, I
25X1A7b B e vecome Cortifying Ufficer amd Arent
Gusblor desling directly wit. the .o;ional Udsctursing
25X1A6a Hficer in I > shoa he te recponsitle

for runderin, periosdic Agent Cashier reports sod otier
reporte relative 0 payrolls snl expenditures,

2) He waintsine jour svpsrate peyroll accounts:
%) Classificd personnelp
b} Non-imligenous loreign nationalj
¢) Indi enous nutives snd

d) lomestic servante of -ea;aloyuu
{(required Ly local comasnd).

FOIAb3b1

3) The idministrative Assistent preperes and submits
25X1A7b to the I Consand separate periodic strength reports
o native persoanel hired by the station amd by individe

usls,

L) In adiition to morasl duties of Property Cfficer
at the stuiion he sust keep sepsrate records on furniture
aud property essigned to esployess occupying gusrters in
the thirty two housing unite.

5) The idainistretive Sceistent is Sryptosraphic
25X1A7b officer ror the N

%

\)
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be Admiaistrative duties,

1) The sduinistrative issistant salects, processes
and supervisss =11 imdicenous netive suplojues, nucber-
ing at the present time Spproxizstely twenty seven persons.

25X1A7b 2) In the sbsence of provision in the Tavle
of Orgsndsation for a position of Housing Jres Lanuger
and Transportation Officer it has been mecesssry for the
Administrative Assistant to assume these responsibilities.
I~ this capacity e direstly supervisss native [oreasn
and laborers in the sdainistratien and meinterdnce of
the housing area, in the care amd operation of e I

FOIADb3b1 . veldcles and sotor pool, a:d in arranging traneportation

e

3) The Administrative Assistant muet saintein effect-
ive liasfson with u,s. Army, Aty Foreoe and llitary
Covermsent officisle on an operstions level for procure-
ment of supplies, oquipnent snd services. e aust record
FOIAb3b1 and daplement policiss governing employwent, clearance
and processing of personmel srd dependente entering,
25X1A7b living in or lesving

Js The duties uxd respousivilities of this position are at
25X1A7b  least as great as thoss of Aduinistrative Officer, -
25x1A70 R .ot 1» sraes o cony,
ke It i therefore requested Lhst this position be reclassified
froa (8«7 Adainistrat ive Aspistant to CB9 Adsinistrstive Oificer at

the esrliset practicadble date, Proposed new job daseripty.
prepared by the incusbent L sttached hareto, e

25X1A9a
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